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<^ 'HP HE object of the series of handbooks that is being 

G A published under heading of The Accountants' 

Library is to provide, at a reasonable price, detailed 
information as to the most approved methods of keeping 
accounts in relation to all the leading classes of industry whose 
books call for more or less specialised treatment. No such 
series has hitherto been attempted; but there exist, of course, 
numerous separate works dealing with the accounts of one par- 
ticular class of undertaking. These separate works are, 
^ however, for the most part either too expensive, or too superficial 

I ; to answer the purpose that is particularly aimed at by The 

Accountants' Library, which is intended to supply the student 
with that specialised information which he may require, while at 
•the same time affording to the trader, banker, or manufacturer 
who is not in a position to secure the fullest information for his 
purpose, knowledge which can hardly fail to be of the very 
K greatest assistance to him in the correct keeping of his accounts, 

^ upon a system specially adapted to his requirements, and there- 

fore involving a minimum expenditure of labour. It is expected 
that the series will also be found of material assistance to book- 
keepers of all classes. 

Without aiming at giving an exhaustive account of the 
■marjner in which each separate business is conducted, the techni- 
■cal points in connection with each industry will receive as much 
attention as is necessary in order fully to elucidate the system 
of accounts advocated, while each volume will be the work of 
one who has made that particular class of accounts more or less 
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a speciality. It is obvious, however, that to enable the neces- 
sary ground to be covered in the space available, it is incumbent 
to assume upon the part of the reader a certain knowledge of 
general bookkeeping. The extent of the knowledge assumed 
will vary according to the nature of the class of accounts con- 
sidered. For example, in the volumes on " Bank Accounts " and 
" Shipping Accounts " a thorough acquaintance with ordinary 
double-entry bookkeeping is not unnaturally assumed; but in 
the case, for instance, of " Auctioneers' Accounts," " Domestic 
'* Tradesmen's Accounts," and other similar volumes, such ex- 
planations are included as will enable the ordinarily intelligent 
reader fully to grasp the methods described even although his 
knowledge of bookkeeping may be of an elementary description. 
These explanations are, doubtless, superfluous as far as 
accountants are concerned, but are necessary to make the 
volumes of value to the majority of those specially engaged in 
these particular industries. 

To subscribers for the whole series it may be added that, 
when completed, it will form a most valuable and practically 
complete library, dealing, at the hands of specialists, with prac- 
tically every class of accounts, and illustrating the application 
of the theory of double-entry as described in general works on 
bookkeeping. 

In order to carry out this scheme, arrangements have 
already been completed for books dealing with the following 
subjects : — 

Agricultural Accounts. Building Societies^ Accounts. 

Auctioneers' Accounts. Co-operative Societies' Accounts. 

Australian Mining Accounts. Cotton Spinners' Accounts. 

Bank Accounts. Drapers' Accounts. 

Bookkeeping and Accounts for Domestic Tradesmen's Accounts. 

Grain, Flour, Hay, Seed, Engineers' and Shipbuilders' 

qnd Allied Trades. Accounts. 

Builders' Accounts, Gas Accounts. 
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V, 



Hotel Accounts, 
Mineral Water Accounts, 
Pawnbrokers' Accounts, 
Polytechnic Accounts, 
Printers' Accounts, 
Publishers' Accounts. 



Shipping Accounts, 
Solicitors' Accounts. 
Stockbrokers' Accounts, 
Tailors' Accounts. 
Theatre Accounts, 
Wine Merchants' Accounts. 



Arrangements for dealing with other subjects are now in 
progress, and the Editor wishes to add that he will be glad 
to receive suggestions and o£Fers from accountants of experience 
for the undertaking of volumes not yet announced. 



34 Moorgate Street, 

London, E.C 

August 1902. 
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INTRODUCTION. 



THERE are probably considerably more than 30,000 
Printers in the British Isles, and up to the present 
time there has been no reliable book published, so far 
as the author is aware, dealing with the books and 
accounts which should be in use in this trade. It is some- 
times said that the ordinar}- books of account are all that are 
required, but such a statement could only be made by those 
who have a very superficial knowledge of the subject. It 
is, of course, true that Ledgers, Cash Books and Day Books 
are required in printing businesses, as in any other, and only 
comparatively few pages in this book have been devoted 
to these, because they should not present any difficulty 
to anyone who has even a slight knowledge of bookkeeping, 
which is assumed to be possessed by all readers of this book. 
However, though the ordinary books of account are similar to 
those of other concerns, this cannot be said of the other books 
necessary to the successful conduct of a printing business, and 
a considerable space has been therefore allotted to the 
endeavour to give a lucid explanation of these. Com- 
petition in this trade is now so keen that absolutely 
reliable methods of estimating, of arriving at the actual 
cost of jobs after their completion, of proving stocks, and 
obtaining frequent trading results, are of paramount importance. 
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Such, then, is the justification for the publication of this 
"work, which has been prepared so that it shall not only be of 
service to accountants, but also to Printers themselves. The 
forms of ruling for the books required have been included and 
full explanation given, and, so that the portion of the book deal- 
ing with Cost Accounts shall be perfectly clear, a sample order 
has been carefully traced through the works, including every 
department to which it would go in process of manufacture. 

In the course of this work it will be found that many trade 
matters have been included which are outside the ordinary 
scope of accountancy, but which have been mentioned for the 
sake of completeness. All these points have been referred to 
experts in the trade, so that the possibility of error might 
be guarded against. The book will therefore be found 
thoroughly practical. It should be added that the whole 
system of bookkeeping, estimating, and costing here advocated 
has been also submitted to experts. 

The author has endeavoured throughout to make every 
matter dealt with perfectly clear; but, at the same time, if he 
has not succeeded in doing so in every instance, or if further 
particulars are desired upon any matter discussed, he will be 
pleased to reply to any communications addressed to him, and 
will also be glad to receive suggestions for future editions of the 
work. 
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CHAPTER T. 



ESTIMATING. 



Printing may, broadly speaking, be divided into two classes 
— Letterpress and Lithography. Each of these, however, as a 
consequence of the great development of the printing trade 
during the last few years, has now become subdivided into a 
variety of smaller branches. 

The general principles of estimating are applicable to every 
branch of the industry, and the absolute necessity in these days 
of keen competition of obtaining perfectly reliable estimates 
of costs underlies the whole question of success or non-success 
of any business, and perhaps in an especial degree of the 
printing trade. 

It is important that all estimates be written in a special book 
kept for the purpose. 

The form of ruling of the Estimate Book here given is 
adaptable to any branch of letterpress printing. It may be 
that one, or more, of the items of cost enumerated is not 
required in an individual case ; or, on the other hand, that some 
additional item of cost must be included. Such questions of 
detail will frequently arise, and will require adjustment to meet 
the special requirements of a particular business, and cannot be 
fully dealt with in a small treatise on the subject. The Estimate 
Book should be folioed and indexed to facilitate reference. 
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Name of Customer , 

Address 

Date 

Description of Job 

How proposed to be Worked 



Sketch or Design 

Engraved Blocks, Electros, &c. 

Composing 

Stereotyping inches ^ 

Paper Reams Quires.. 



Machine Wages : — 

First Printing — 

Making Ready . . 
Running 

Second Printing — 
Making Ready . . 
Running 



Sheets 



Hours 



Total hours id 



^ 




£ s d 



Remarks 



Ink (a} per Ream . . 

Gold or Bronze lbs. 

Bronzing Machine Work hours. 

Varnishing :cv per Ream . . 

Punches 

Punching m 

Mounting 

Making Up 

Folding 

Stitching 

Cutting 

Binding .. 

Total Cost 

% for Dead Weight and Profit 

Proper Selling Price 



^ 
^ 






Quoted per 



;» 



£ 
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With the items an this form all Printers should be familiar, 
but a few remarks upon the m.ore important ones will not be 
out of place. 

Description of Job.— 

Too much care cannot be exercised in writing a full, though 
necessarily concise, description of the matter to be quoted for. 
Insufficient detail under trds head has often led to the omission 
of an important item of cost, which has, again, been unwittingly 
overlooked by the person responsible for the checking of the 
estimate. 

How proposed to be Worked. — 

The particular way in which it is proposed to work the job 
should be briefly stated here by the person estimating. For 
instance, it is desirable to state the size of the sheet of paper, 
and the number of impressions to be worked thereon. 

The detailed items of cost next claim attention. 

Sketch or Design. — 

This item is intended to cover the cost of Artists, or 
Designers, in the production of the original sketch or design ; 
and inasmuch as where a sketch or design is required it must 
necessarily be prepared for the customer's approval, either 
before or at the time of the preparation of the estimate, it is 
usually possible to insert the actual cost of this "item in the 
estimate. 

Engraved Blocks, Electros, &c.— 

Here must be included the cost of the production where 
engraved on the premises, or the cost of the purchase of original 
blocks, electros, &c., where not supplied by the customer. 
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Composing;. — 

Against this item the wages of compositors should be stated, 
and this must include a sufficient margin to cover alterations of 
proofs, pressmen pulling proofs, reader's time, " dissing " (dis- 
tributing) type, and the proper proportion of foreman's wages. 
It is usual to fix a rate per hour for each class of compositor, 
which rate should be sufficiently high to cover the non-produc- 
tive wages of the composing room, which have just been 
mentioned. 

Stereotyping. — 

Where stereotyping is not a department of the business, and 
such work is therefore placed with stereotypers to the trade, no 
difficulty will be experienced in ascertaining the cost under this 
head, it being the custom for trade workers to charge at so 
much per square inch; but where the stereotyping is done on 
the premises, some difficulty may arise in ascertaining the exact 
cost. Therefore it is recommended that it be reckoned in this 
case also at the price charged by trade workers.. This should 
result in a small departmental profit, which may be ascertained 
at the end of the period. (The general question of depart- 
mental profits is discussed later under " Varnishing.") 

Paper.— 

This is perhaps the easiest item to estimate, although it is 
generally the largest. However, it is found in practice that, 
unless great care is exercised, errors in the calculation of the 
quantities not infrequently arise. The make and quality of 
paper should be described, and the estimated cost is entirely 
a matter of careful calculation. 

Maciiine Wages. ~ 

This is one of the most difficult items of cost to estimate, and 
the cautious Printer should make reasonable allowances for con- 
tingencies. Any good Manager will know the amount of wages 
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spent in the machine room, and will be able to accurately 
apportion that amount over the various machines in the shop. 
By this means he is enabled to arrive at the cost per hour in 
wages of running each machine; but this rate alone is 
insufficient for the purpose of estimating. For instance, in the 
case of a man who minds two machines, it frequently happens 
that one machine must stand while he is giving attention to the 
other, or it may be that a machine is undergoing small repairs. 
There are other causes of loss of time which must not be for- 
gotten, hence the necessity of fixing the rate per hour for each 
class of machine at such a figure as will ensure the whole of the 
wages incurred being accounted for. 

It will be noticed that in the estimate form under the heading 
of Machine Wages, provision is made for the estimated time for 
only two printings. This number can, of course, be reduced to 
one, or extended, as occasion may require. 

By " Making Ready " is meant the work of the minder on the 
machine preparator}^ to the actual printing of the job. The 
term " running " is the time spent upon the actual printing 
itself. 

Ink or Colour. Gold and Bronze.— 

Ink should be estimated at so much per ream, according to 
the nature of the work; and gold and bronze at so much per 
pound, according to the quantity required for the job. An 
experienced printer will find no difficulty in formulating a basis 
for arriving at their cost. 

Later in this treatise, under the heading of Cost Accounts 
{vide Chapter VI.), mention is made of the great assistance to 
be derived in estimating from a frequent reference to records 
of previous jobs of a similar nature. 
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Varnishing;.— 

The varnishing of printed matter is, except in large printing 
establishments, generally not executed upon the premises, but 
is placed out with workers to the trade, in which case there 
should be no difficulty in entering up the cost under this head. 
Where the varnishing is done on the premises, a difference of 
opinion may arise as to the basis of cost to be inserted. It 
is not infrequently held that a departmental profit should 
not be taken as a reason for reducing the amount to be 
included in the estimate for any item of cost, and this 
view is unquestionably the correct one, inasmuch as a depart- 
ment of this nature is of no utility to the business unless it 
shows a profit. Therefore the price to be entered in this case 
for varnishing (usually so much per ream, and varying 
according to the size of the sheet) is the one at which 
the work would be executed by an outside firm. The 
difference between the charges on this basis and the 
actual cost to the Varnishing Department will show the 
actual profit (or loss) of that department. In the case 
of a loss, it is obvious that the department does not justify 
its existence, unless economies can be effected to put it upon a 
paying basis. 

Punches. — 

This is to cover the cost of any specially shaped punch, and 
should be inserted at the price to be paid for it. 

Punching. — 

Here the same remarks apply as under Varnishing. 

Mounting. — 

Ditto. 
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Making Up.— 

This consists mainly of piece-work wages, and is therefore 
principally a matter of arithmetical calculation. 

Folding.— 

Ditto. 

Stitciiing.— 

Ditto. 

Cutting.— 

This is arrived at by a careful calculation based upon the 
time required for the job, and is frequently of the nature of a 
percentage. 

Binding. — 

Here the same remarks apply as under Varnishing. 

The various items of manufacturing cost have now been con- 
sidered, but one item of the estimate remains to be dealt with, 
and that is the amount tO' be added to the cost upon the 
estimate for thfi-gross-profit — i.e,^ for the " deadweight " (this 
designation includes all the charges of the business, other than 
the cost of manufacture) and for the net profit to be obtained 
upon the job. 

At this stage a very important question arises. Before such 
a percentage can be decided upon, the capacity for output of 
the business must be ascertained, because it is upon the prime 
cost of the output that this percentage is to be calculated. 
This capacity is not difficult to arrive at in the case of an 
established business; but where a new business is about to be 
started, it is a more difficult matter. In the former case the 
Sales Day Book for any period, during which the Works have 
been running full time, will give the required basis for the 
ascertainment of this figure. For example, if the sales for one 
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year have amounted to ;£6,ooo, and the rule of the business is 
that the selling price is obtained by adding 50 per cent, to the 
prime cost, then the cost of these sales has been ;^4,ooo. The 
percentage which the deadweight bears to this figure of ;£4,ooo 
of cost must now be ascertained. To continue this example a 
little further, let it be assumed that the deadweight has been 
;£i,ooo, then the percentage of this upon the prime cost of 
;^4,ooo is 25 per cent., and therefore in order to obtain a net 
profit of ;£i,ooo a year a further 25 per cent, must be added, 
making in all 50 per cent, to be added to the prime cost for the 
purpose of fixing the selling price. 

In the initial stages of a new business it is obvious that there 
are not these data to work upon, and in this case therefore the 
capacity must be based upon the number and class of the 
machines employed in the factory; by which method a fairly 
reliable figure is obtainable, which must, of course, be recon- 
sidered from time to time, and revised as experience dictates. 

Having now discussed the general rule as to the percentage 
to be added for deadweight and profit, regard must be given to 
exceptional cases, which must be considered entirely upon their 
merits. It must always be remembered that the profit of a 
printing business is earned, for the most part, by the labour, the 
wear and tear of the machinery, and the motive power — that is 
to say, what was originally practically manual labour only, but 
a part of which has now been substituted by labour-saving 
machinery. From this it is a natural deduction that inasmuch as 
the percentage for deadweight and profit is based upon labour 
and material (the word " labour " being used in its original 
sense) special regard must be had to any estimate where these 
two items bear an unusual proportion to one another. In such 
cases it is necessary to depart from the hard and fast rule ; for 
where the material bears a very small proportion to th^ wages, 
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unless the percentage for deadweight and profit is increased, 
it will be found that the real margin of profit is much smaller 
than would be the case if the material bore a large proportion 
to the wages. It is obvious that where a job requires 
much labour it must take a longer time in the Works to com- 
plete, and therefore should fairly be saddled with a larger 
amount for deadweight than a job of the same total value, 
which, because it consists to a greater extent of material and 
to a less extent of wages, can be completed in the factor)' in a 
much shorter space of time. Sometimes it is, therefore, 
desirable to calculate a percentage for deadweight and profit, 
based upon the total of the Composing and Machine Wages, 
instead of upon the total estimated cost as before mentioned. 

Before concluding this chapter, it should be added that every 
item in the estimates of accepted orders will, as is shown later, 
be comparable with the corresponding item of the actual cost 
of each job. 



CHAPTER II. 



PURCHASES. 



It is proposed to devote this chapter to a general outline of 
the system of recording goods ordered for use in the factory ; 
and at the outset it is important to note that no goods should 
be ordered, except by means of an official manifold Order Book, 
each order being signed by a responsible official of the busi- 
ness. These should be printed and numbered serially. The 
following form will be found to be generally adaptable to any 
printing business. 



3568. Johnson Street, 

Glasgow 19 , 

Order from 

THE BLANK PRINTING Co. 

When Required 

Particulars of Order and Price. 



All Goods to be Carriage Paid. 
Quote above Order No. on Invoice. 

Signed 
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The goods ordered will in due course arrive at the factory, 
and will be received by the warehouseman or other person 
whose dtity includes this work. He will forthwith make an 
entry of the goods in the Recei\dng Book, in which he musf 
give the date of the receipt of the goods, the name and address 
of the consignor, and details of the goods received, including 
weight or quantity, as the case may be, and also the condition 
in which they arrive. Sometimes it may be found desirable to 
have a specially ruled book for this purpose, but usually a book 
with the pages ruled with the cross feint lines only will be 
amply sufficient, provided the pages are numbered throughout, 
and dividing lines ruled by the warehouseman between each 
entr)^ made. 

The invoices very shortly follow the arrival of the goods, and 
these must have daily attention. 

It is an excellent plan to stamp each invoice with an india- 
rubber stamp, with an impression such as the following : — 



1 Compared with Order by 

2 Quantity or Weight passed by. 

3 Quality passed by 

4 Price approved by 

5 Department 

6 Receiving Book Folio 



Each invoice, having been stamped in the way suggested, must 
be sent round to the various heads of departments, whose duty 
it is to pass it in one or more of the particulars marked upon 
it by thfe rubber stamps after which it must be returned 
immediately to the Office to be entered in the Purchase Journal. 
It should, howe\^er, be added that it is sometimes found a con- 
venient plan to enter the invoices at the end of each month, 
after classifying them alphabetically and arranging all those for 
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any goods purchased during the month from one firm together 
in date order. These items should be entered in an inner 
column and the total of each firm's invoices extended into the 
total column. 

The easy-going methods of the old-fashioned printer — who in 
days gone by obtained much better prices, and had not to con- 
tend with competition, so that close examination of each item 
of cost appeared to him to be a mere waste of time, and who 
contented himself with a Purchase Day Book containing 
only a single money column, even if he did not post from the 
invoice direct to his Ledger — are dying out; and in 
these days of keen competition a satisfactory profit can only be 
earned by watching most carefully every item of cost and 
expense. Consequently the Purchase Journal must contain a 
complete analysis of every item of expenditure, arranged under 
headings such as will readily admit of the totals being compared 
with those of previous periods, and for adoption in preparation 
of the Cost Accounts. 

The following ruling will, with slight modification in head- 
ings for purposes of adaptation to the requirements of a special 
nature in any particular business, be found sufficient for the 
purpose in view : — 
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It will be observed that the headings of the Analysis columns 
are so arranged that the columns for materials are grouped 
together; and, further, inasmuch as the majority of the exten- 
sions must be made into these columns, it is a convenience, and 
a saving of time to a bookkeeper, that they shall be nearer 
to the Total column than those which are less frequently used. 

The book should be added in monthly totals, and 
the total of each of the Analysis columns must be 
posted to the Dr, side of its appropriate account in the 
Nominal Ledger, except capital outlay, which is posted to the 
Private Ledger. The reference folios should be entered under 
each total. This will be fully dealt with later. 

The items in the Total column must be pK>sted to the credit 
of the accounts of the firms, in the Purchase Ledger, from 
which the goods have been purchased, and, of course, the 
necessary reference folios entered. Any returned goods or 
sundry allowances, other than cash discounts, must be entered 
in a book called the Credit Book, v^hich contains Date, Detail, 
and Folio columns, and a single Money column. The items are 
posted to the debit of the appropriate accounts in the Purchase 
Ledger; the book is added in monthly totals and analysed 
where necessary, the analyses being posted to the credit of the 
appropriate accounts in the Nominal Ledger. 



PURCHASE LEDGER. 

The ordinary form of Ledger ruling will suffice for this book. 
A separate account for each person from whom goods are 
bought must be opened and indexed. The goods purchased 
are posted to the credit side from the Purchase Journal, and the 
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cash paid posted to the Dr. side, together with any discount 
which may have been allowed ; both the cash and discount are 
posted to this Ledger from the corresponding columns on the 
Cr, side of the Cash Book, as shown in the following example, 
and the corresponding folios must be entered. 



Dy. 



GEORGE'S LIMITED, LONDON. 



Cy. 



1901 
July 10 

Aug. 10 



To Returns Cr.B. 
w Cash C.B. 

„ Disc't5% » 



41 


i s d 
200 


I9OI . 

July 31 


By Goods Pur.Jl. 


28 


£ s d 
40 


305 


36 2 


• 








1 


I 18 






i 




i 


40 


40 


1 




1 





CHAPTER III. 



CASH BOOKS. 



There are many different forms of ruling for Cash Books, 
and several methods of recording cash. As it would be con- 
fusing for all these to be described in detail, it has been thought 
desirable to give the most generally approved ruling, and a 
description of the best method of recording cash transactions. 



Cash and Bank — Dr. 



CASH 



Date 


Particulars 


1902 




Aug. 25 


Jones & Co. 


II 


Smithson & Co. . 


n 


Harris & Co. 


31 


Jenkins, W. 
Lloyd, W. . . 


M 


II 


Morgan, P. 



ii (U o 



2688 
2689 
2690 
2691 
2692 
2693 



Folio 


Discount 


Amounts 
Received 


Paid into 
Bank 


289 

318 

48 

19 
107 

219 


£ s d 
050 
15 
100 
12 
400 
2 13 


£ s d 
9 15 
29 5 
39 
980 
76 
51 7 


i s d 

78 

136 15 




^9 5 


3C214 15 


JC214 15 




N.L. 95 




P.L. 52 
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In recording the cash received and paid the following rules 
must be obsen^ed : — 

(i) All amounts received, of whatever nature, must be banked. 

(2) All payments, of whatever nature, must be made by 
cheque (except petty cash payments, for reference to 
which see later). 

The cash receipts of each day must be entered in the 
Amounts Received column of the Cash Book, and, when paid 
into bank, the total must be extended into the Bank column 
on the same side of the Cash Book. Each of these extended 
totals will tally with the corresponding item in the Bank Pass 
Book. 

Each entry on the T>r, side of the Cash Book must be posted 
therefrom to the credit of the Sales or other appropriate Ledger. 
All payments must be entered upon the credit side of the Cash 



BOOK. 



Contra. 



Date 



1902 
Aug. 25 



w 
27 



18 
31 



Particulars 



Tintern Paper Co. 
Printing Inks, Ltd. 
Mason & Mason, Ltd. 
Petty Cash 
Wages — 

Artists . . 

Compositors 

Machining 

Of&ce 

Packing . . 

Chas. Brown, Drawing 
Thos. Gates 



u 






















Cheques 


I& 


Folio 


Discount 


Details 


on 










Bank 


> 
















£ s d 


£ s 


d 


£ s d 


889 


Pur.L.321 


I 15 


• • 




33 5 


890 


Pur.L. 209 


300 


• • 




37 


891 


P.L. 3 


500 


• • 




95 6 


P.C.B. 


89 


• • 


• • 




9 15 




N.L. 3 


• • 


2 18 









» 10 


• • 


9 18 


4 






« 17 


• • 


21 









« 25 


• • 


4 







W.B. 49 


"- 30 


• • " 


I 4 


I 


39 5 












892 


P.L. 100 


, , 


• • 




10 


893 


Pur.L. 103 








25 


£9 15 


£249 II 




N.L. 95 


P.L. 52 



i8 
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Book in the Bank column from the counterfoils of the Cheque 
Book, and any discounts gained must be entered in the Dis- 
count column. These are posted to the debit of the personal 
accounts in the Purchase Ledger, and the Wages and other 
items of expense to the Nominal Ledger, whilst personal with- 
drawals and items of a special or private character are posted 
to the Private Ledger. A Cash Book kept upon this system will 
not show any balance in hand. It must be totalled and ruled 
off monthly, the totals of the Discount colunans being posted to 
the debit and credit of the Discount Account in the Nominal 
Ledger, the Bank totals being posted to the Private Ledger. 

The need for a certain amount of cash to be always in hand 
for the payment of petty accounts and expenses necessitates 
the use of a special Petty Cash B(5ok, a ruling for which here 
follows : — 



Receipts. 



PETTY 



Date 



Particulars 



o 

b 

6 



S > 

O <U 

n a 



£ s d 



Date 



Particulars 



>•- ^ 

• J? 

o o 

2: 



< 



£ s d 
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The importance of including this book in the system of 
Double-entry cannot be over-estimated, for when it is not incorpo- 
rated it is often untidily and carelessly kept, and is a loop-hole 
for inaccuracies, and perhaps fraud. Anotlter advantage of its 
being part of the system lies in the fact that it is more often 
scrutinised by the responsible persons of the business, and con- 
sequently small extravagances and inaccuracies are soon 
noticed. 

The petty cashier should be started by the principal 
cashier with a fixed sum of money (say, five, ten, 
twenty, or fifty pounds, as may be found necessary), 
which he will enter on the debit side of the Petty Cash 
Book, and out of which he will pay the small disburse- 
ments of the business. At the end of each week or month the 
exact amount of his expenditure for that period should be 



CASH BOOK. 



Payments. 



Analysis of Expenditure. 



Stamps 
and 
Tele- 
grams 



£ sd 



Car- 
riage 



CO 



£1 



i sd 



;C s d £' s d 
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Cash 


Disct. 
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£ s d 
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refunded to him by an uncrossed cheque, so that, at the 
commencement of each period, he starts afresh with the same 
amount in hand. 

The payment side of the Petty Cash Book consists of a Total 
column and a series of Analysis columns, into which are 
extended under appropriate headings the various items of 
impersonal petty cash expenditure. 

In addition to these, it will be noticed that columns are pro- 
vided w^hich are utilised for the purpose of recording the 
payment of Ledger Accounts M^hich are too insignificant 
to be paid by cheque, or M^hich cannot be so, for some 
other good reason. 

The book must be ruled off monthly, and the totals of the 
Expenses columns posted to the debit of their appropriate 
accounts in the Nominal Ledger. 

The items in the columns headed " Ledger Accounts " are 
posted in detail to the Purchase or other Ledgers, and therefore 
the total of the Cash column will not require to be posted, but 
the total of the Discount column, which is only included in the 
Petty Cash Book for convenience, must be posted to the 
credit of the Discount Account in the Nominal Ledger. 



CHAPTER IV. 



WAGES. 



In connection with the system of wages, it is important to 
have for the timekeeper a reliable man, who will without fear or 
favour record in the Time Book the number of hours worked 
by each employee, whether he or she is a piece-worker or 
dav-worker. 

The advisability of including piece-workers in this record is 
easily shown, notwithstanding the argument, which, at first sight, 
appears to be plausible, that, inasmuch as the amount payable 
to a piece-worker is not calculable upon the time he is in the 
works, but upon the actual work done, it is unnecessary; for it 
is obvious that, for a business to be entirely successful, the 
whole of its machinery must be worked to its full capacity, so 
that the maximum of output may be obtained, and if piece- 
workers are not working full time this is not the case. 

This system brings regularly to the notice of the management 
a complete record of the time spent by each person employed in 
the Works, and thus any laxity should be quickly noticed. 

There are several ingenious mechanical contrivances for 
recording the time of arrival of each workman ; but in the 
absence of any of these special devices, the following plan will 
be found to work excellently. 
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The Time Book (a ruling of which is given) contains a com- 
plete list of all the employees, and opposite each name is 
written a number, by which the person is distinguished so long 
as he is employed by the firm. On a wall near to the time- 
keeper's office is affixed a board, on which are hung metal 
checks or discs, one for each employee, and bearing his 
number. As each man enters the premises he takes his check 
down from the board, and forthwith drops it into a box 
placed in front of the time-keeper's office, so that that individual 
can obsers'e all that is taking place. 

Immediatelv the clock chimes the hour the entrance to the 
factory is closed, and the time-keeper forthwith removes the 
checks from the box, and records them in the Time Book as the 
" punctual " arrivals. A few moments later the entrance is again 
opened, and late comers pass in and place their checks in the 
." late box," which in turn are entered up in the Time Book as 
so many minutes late, according to the rules of the factory. 
Still later arrivals are dealt with in a similar manner. 

In the Time Book it will be obser\'ed that " dots " 
denote " no lost time," whereas a figure or fraction denotes the 
number of hours lost. The time lost by each employee is added 
at the end of the week and deducted from the standard number 
of working hours, and thus the net hours worked by each 
employee (irrespective of overtime, which is certified on separate 
sheets by the foreman) are obtained and carried on to the Wages 
Sheet or Wages Book, as the case may be. 
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It is convenient, for the preparation of the weekly Wages 
Sheets, to allot to piece-workers a different series of numbers ; 
for instance, if there be 200 p>eople employed in the works, of 
which 100 are piece-workers and 100 day-workers, it would be 
arranged that the numbers, say, from i to 100, should be 
allotted to day-workers, and 101-200 to piece-workers. 

The following form of Wages Sheet is to a great extent 
self-explanatory, and few remarks are therefore necessary with 
reference to it. 

In the example given it is assumed that the standard number 
of working hours is 52 per week, and that overtime rate is paid 
only when this number of hours is exceeded. 

With a view to minimising the number of columns, and thus 
simplifying the Wages Sheet, columns showing the division of 
the total hours worked into the number chargeable at ordinary 
and overtime rates respectively have been omitted, inasmuch 
as there is no difficulty in working out the correct results without 
ihem. 

A column has been provided for the total wages earned in 
each department. These totals, which, of course, make up the 
total wages paid each week, are entered in the Cash Book and 
posted to their appropriate accounts in the Nominal Ledger. 
As regards the method of arriving at the amounts payable to 
piece-workers, it is a convenient plan for each piece-worker to 
have a small book, in which he or she enters the work done 
daily, which daily entry should be certified by the foreman or 
forewoman. These small books are brought into the office 
weekly, and the wages clerk prices the work out and enters the 
name and total on the Wages Sheet. These sheets must, of 
course, be filed. 
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CHAPTER V. 



SALES. 



The books relating to the Purchases of Materials, Wages, 
Expenses, and Capital Outlay, having now been considered, it is 
important to turn to the other side of the business — viz., the 

r 

selling of the goods manufactured, and to follow these, from the 
original receipt of the orders, through the Sales Journal and the 
other books of account. 

The Order Book should contain columns for " Customer's 
Order Number," " Name and Address," " Description of Order," 
" Price," " Date of Deliveries," and " Remarks," and it should 
be noted that the description must not be abbreviated, as full 
particulars are useful for reference. When deliveries are made 
the date and quantity sent should be entered in the Order Book 
in a special column, and when the order is completed it must 
be distinctly marked to that effect. A ruling of this book is 
here given. 
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After the entry in the Order Book has been made, instruc- 
tions to the Works are written upon duplicate forms 
provided for the purpose: both of which should be num- 
bered. One of these is handed to the foreman of the 
Works, with samples and full " copy " (or " proofs ") attached^ 
and the duplicate is sent to the forewoman in the Folding and 
Sorting Department, in order that she may be prepared to 
receive the work as it comes from the machines. One advantage 
of this plan is that it obviates the likelihood of any partially- 
completed work being lost sight of, as the forewoman would^ 
after a reasonable time, enquire for any job which was not duly 
to hand. 

The Works Order is sent round with the work through every 
department until it reaches the Folding and Sorting Depart- 
ment, where the duplicate forms come together again, and are 
sent into the office, with the exact " count " of the finished 
goods marked upon each. The one which has been through 
the Works, and which is therefore, presumably, the dirtier of 
the two, should be filed ; the other is retained for the purpose 
of working out the " cost " of the job, which is done on the 
reverse side of the form. This matter, however, is dealt with 
in Chapter VI. 

« 

The following ruling for the Works Order will be found a 
convenient one : — 
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REVERSE SIDJE OF WORKS ORDER. 



Details of Costs Form. 



Sketch or Design 

Engraved Blocks, Electros, «&c 

Composing 

Stereotyping in. '^^ 

Paper rras qrs shts. 

Machine Wages hrs. ^ 

Ink . . lbs. ^ 

Gold or Bronze lbs. {Oj 

Bronzing-Machine Work hrs. | 

@ ) 

Varnishing rms. ^ 

Punches 

Punching in. ^ 

Mounting . , ^rt) 

Making-up 

Folding 

Cutting 

Stitching 

Binding, 



Total Cost . . 



Gross Profit 






Selling Value 



/ 



£ s d 



Remarks 



% on Cost 
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The office will now become acquainted, by the return of the 
duplicate Works Order, that the goods entered thereon are 
ready for despatch. 

The office then instructs the Forwarding Department as to 
the precise quantity to be delivered to the customer, as it not 
infrequently happens that the customer does not require the 
whole of the goods to be delivered to him in one lot ; for it is 
well known that in the printing trade large quantities are often 
ordered for the purpose of effecting a saving in price, even 
though the deliveries are spread over several months. 

When the goods have been despatched the warehouseman will 
enter particulars in a duplicate manifold Deliver)' Book, which 
need have no special ruling, but should be paged throughout. 
It is well for each delivery to be entered upon a separate page. 

Each duplicate sheet, so soon as it is complete, must be sent 
to the office, as it is from these thai the Sales Journal is entered 
up. 

Where the goods are to be delivered in the town in which 
the business is situated, the warehouseman would enter the 
goods in the Carter's Delivery Book for signature by the custo- 
mer or his representative; and where the goods are despatched 
by rail, he will enter the parcels in the Railway Book, for 
signature by the railway lorry-man. 

Once a week at least the Delivery Book must be brought 
into the office and compared with the Sales Journal, as a check 
upon the accuracy of the entries therein. 



The SALES JOURNAL oi: DAY BOOK 

is a book of account, in which are recorded in date order all 
sales effected. 
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CHAPTER VI. 



COST ACCOUNTS. 



When a Printer gives a quotation for an article, 
or for the execution of an order, the principal guide 
he has of the probable cost is his knowledge — gained 
by experience — of the various items constituting such cost; 
but there are constant pitfalls for the most careful, and 
without a system of " costing " (by which is meant 
periodical proving of costs) there is always the danger of 
unpleasant results at half-yearly or yearly stocktakings, which 
cannot be readily explained, or, if explained at all, it is often too 
late to rectify them. The sys.tem recommended is one involving 
little additional labour when once properly established, but 
this small additional trouble is overwhelmingly compensated 
by the knowledge gained as to the progress of the business 
month by month. 

Before fully discussing the system it is imj>ortant to realise 
precisely what information the Cost Accounts should supply. 

It will be recalled that in Chapter I. the detailed estimate of 
costs was considered, and it is for the proving of the accuracy of 
those estimates, which have resulted in orders, and for ascer- 
taining the costs of those, for which no estimates have been 



34 printers' accounts. 

given and on the costs of which their selling prices will be 
therefore based, that Cost Accounts are mainly needed. It is also 
of importance to see that a repeat order has been executed at 
the same margin of profit obtained on the original order. 

In Chapter V., devoted to the Order Book and Selling 
Department, it was remarked that the duplicate Works Order 
on its return from the Works was retained for the purpose of 
collecting upon its reverse side the various items of cost. This 
form was given in the last chapter for the purpose of 
emphasising the fact that the Works Order and the Details of 
Costs Form were to be printed back to back on one sheet. In 
order that this chapter may contain a complete statement of 
Cost Accounts, it has been thought well to repeat the Details 
of Costs Form, which therefore now follows: — 
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REVERSE SIDE OF WORKS ORDER. 
Details of Costs Form. 



Sketch or Design 

Engraved Blocks, Electros, &c 

Composing 

Stereotyping in. (cd, 

Paper 

Machine Wages hrs. @ 

Ink . . lbs. (a" 

Gold or Bronze lbs. @ 

Bronzing- Machine Work hrs. ) 

Varnishing rras. @ 

Punches 

Punching m. (n; 

Mounting @ 

Making-up 

Folding 

Cutting 

Stitching * 

Binding 



£ s d 



Total Cost . . . . / 



Gross Profit . . £ 



Selling Value 



Remarks. 



% on Cost 



\ 
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The various items of cost must now be traced from their 
respective sources, and in this connection it is important, first of 
all, to deal with the various items of Wages costs. 

Every employee — e.g., designer, artist, compositor, or 
machine-minder — must be supplied with a Time Sheet, on 
which he must enter particulars of each job he has been 
•employed uj>on during the day, and the actual time he has 
•devoted to it. 

A suitable form for a machine-minder is given below, and 
this can easily be adapted to the requirements of the other 
•classes of workmen employed. 
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MACHINE TIME SHEET. 

No Minder No. of Machine 

No Layer on 

No Taker off Week ending 190. . . 



O 1^ 



Sheets 



Description of Work 




1 ' 'O 

Q u c ac' Cause of Standing or g .^ 

3.5 5.S other Remarks ^^ 
^ ■- c 



C/3 



Thursday. 



Friday. 



Saturday. 



Monday. 



Tuesday. 




Wednesday. 
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This form of Time Sheet is self-explanatory. The foreman 
in charge of the particular department must pay special atten- 
tion to seeing that these forms are regularly and accurately 
filled up by the workmen. They should be examined daily by 
the foreman of the particular department, in order that his 
criticism may be really effectual. 

It will be noticed that a column is provided for the quantity 
of ink used upon each job, which is frequently calculated upon 
the basis of so much per ream of paper; but where large 
quantities are required on a job, the quantity must be accurately 
ascertained. 

The columns containing the. time worked should be added 
weekly, so that it may be seen that the total of hours worked as 
entered upon the Time Sheet agrees with the total appearing 
on the Wages Sheet ; in other words, to prove that all time 
paid for is accounted for. 

The time spent upon each job must be debited by the fore- 
man of the particular department to the account of the job in 
his " Time Ledger," and the total must be entered on the 
"Works Order." 

The following is a suitable ruling for the " Time Ledger " of 
the Machining Department, and, as only a comparatively small 
space is required for each order, it is convenient to have the 
accounts of several jobs on a page. 

Similar rulings will be suitable for the other departments ; 

but where piecework is in vogue, " Quantity @ " will be 

substituted for " Hours @ " Several columns have been 

provided for the number of hours to meet the different rates 
necessarily in use in every factory. 
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TIME LEDGER. 



Order No, 



Date 



Names of 
Workpeople 



Hours 



@. 



Hours 



@. 



Hours 



Hours 



The method of recording materials used on the respective jobs 
is a much simpler matter than that of wages. A Stock Account 
should be kept for each kind of material. When an invoice for 
material arrives in the office it should be handed over to the 
stock-keeper, who, having compared it with the actual goods 
received, debits the quantities and prices enumerated thereon 
to the appropriate accounts in the Stock Ledger, which contains 
an account for each class of material used. 



The ruling of this book is not complicated. On the debit 
side will be found columns for the Invoice No., Date, Name, 
and Description of the goods. Weight or Quantity and Price. 
The following are sample rulings of this book: — 
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It must be understood that each sort of ink and paper, or any 
other kind of material used, requires a separate Stock Account, 
but the two examples already given will be sufficient to illustrate 
the general method of recording stocks. 

When the stock-keeper gives out any material he enters each 
particular item on the credit side of the Stock Account, and at 
the same time writes the quantity and price on the Works 
Order referred to on page 35. The balances of the Stock 
Accounts should always represent the actual stock in hand of 
the various materials. The stock of raw materials — such as 
Paper, Ink, &c. — should be taken at least once a month for the 
purpose of proving the accuracy of these balances : and this 
must be done regularly, as it tests the accuracy of the charging 
out of material on to orders. 

It will now be seen how the various items which go to make 
up the total cost have been arrived at ; but in order to make it 
perfectly clear, it is thought well to give here a short detailed 
example of the progress of an order through the Works, and the 
consequent entries made to enable the actual cost to be 
arrived at. Let it be assumed that an enquiry has been 
received from a firm for a design, and quotations for 
1,000, 2,500, and 5,000 fancy shaped almanacs, to be printed 
in two colours, varnished, and punched. The artist 
having prepared his design, the services of the estimating 
clerk are brought into requisition. The design and 
estimate having secured the order for 5,000, the work 
is, in the first place, put in hand. The order is entered 
in the Order Book. A Works Order containing a full description 
of the job is made out in duplicate, one copy being sent to the 
forewoman of the Folding and Sorting Department, who makes 
the necessary preparation for receiving the goods from the Works 
on their completion, when she compares them with her copy of 
the Works Order to see that the job has been executed correctly. 
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The other copy is sent into the Store Room, so that the 
stock clerk may note the requirements as to paper, ink, &c., and 
order supplies if necessary. That functionary makes a dis^ 
tinguishing mark upon the order, indicating that he has noted 
the requirements. This order form is then sent into the Com- 
j>osing Room, and gives the necessary instnictions for the setting 
of the type ; and meanwhile the electros for the ornamental 
portion of the work have been ordered from an engraver 
to the trade. Afterwards proofs are pulled, and sent 
into the Office to be despatched to the customer, the 
Works Order being still retained by the foreman of 
the Composing Room. When proofs are returned by the 
customer they are again sent into the Composing Room for 
alterations (if any) to be made. The time spent on such altera- 
tions is entered upon the Works Order by the foreman from his 
Time Ledger, which, as already stated, is entered up from the 
Workmen's Time Sheets. 

The type and electros are then fixed into a frame, 
or, to use a technical phrase, are " locked in a chase," and 
sent into the Stereotyping Department, accompanied by the 
Works Order as usual. The stereos haying been made and 
mounted, the foreman of that department enters on the Works 
Order the number of " square inches " comprised in the work, 
inches being the usual basis for calculating this item of cost. 
It should be added that the money equivalent for the number 
of stereo inches cast is afterwards entered upon the Works 
Order by the clerk in the Office. The mounted stereos are 
sent into the Composing Room, where they are locked in a 
chase in readiness for printing, and thus what is technically 
known as the " forme " is complete. 

Everything now being ready for the machining, the " forme '' 
is sent to the foreman of the Machining Department for the 
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purpose of printing, still accompanied by the Works Order. 
The foreman, having obtained information from the stock- 
keeper that the paper and inks are in readiness, places the job 
upon the printing machine, and the machine-minder records 
ui>on his daily Time Sheet the number of hours spent upon the 
job. These, as already mentioned, are posted daily by the fore- 
man into his Time Ledger, and as soon as the printing is com- 
pleted he enters the total time obtained from this book upon 
the Works Order, which now follows the job into the Varnish- 
ing Department. Here the Works Order has no entry made 
upon it, and is sent merely for the purpose of guiding the fore- 
woman of the department as to the nature of the work to be 
done and the urgency for its completion. The entry upon the 
Works Order for the cost of varnishing is made in the Office, 
and is calculated at a fixed rate per ream, according to the size 
of the paper used. 

The work is now sent to the Cutting and Punching Depart- 
ment, and is, as will be seen, reaching its final stage. For con- 
venience it is usual for the Cutting and Punching Department 
to be combined v^ith the Folding and Sorting Room, so that, 
as the work is leaving the cutting or punching machines, it can 
be at once dealt with by the counters, sorters, and wrappers. 
An advantage in such an arrangement is that the same persons 
(generally female hands) who do sorting and wrapping also do 
the " knocking up " or " levelling up " the edges of the sheets in 
readiness for the cutters. 

As already stated, the Works Order follows the job through 
its various stages, and finally meets its duplicate, as mentioned 
in Chapter V., in the Folding and Sorting Room. The fore- 
woman marks on the Works Order and the duplicate the " final 
count," and sends them both to the Office. 
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The arrival of these two forms in the Office serves the pur- 
pose of an advice to the Office that the work is completed and 
ready for delivery, and, as the question of the actual delivery 
has already been considered (see Chapter V.), the subject of 
this chapter can be returned to without further digression. 

The duplicate Works Order is now in the Office, containing 
the actual count of the goods. The one which has been through 
the Works (the dirtier one) is filed for reference, if necessary. 
The duplicate is then taken by the clerk, with a view to work- 
ing out the costs, and he, taking these in the order in which 
they appear on the Details of Cost Form, completes the 
working out of the cost as follows : — 

Sketch or Design. — 

The number of hours spent and the rate of the wages have 
been already entered ui>on the order by the foreman artist, or by 
the artist himself, if there be only one, which the clerk extends 
into the money column. Where outside artists are employed 
the actual amount charged for the work must be entered, and 
this will, of course, be obtained from the invoice received. 

Engraved Blocks, Electros, &c. — 

Where these have not been supplied by the customer there 
will be a cost to insert under this head, which is ascertainable 
from the invoice, assuming the blocks are not manufactured 
upon the premises. Where the engraved blocks are. made upon 
the premises, the cost of the blocks will have been inserted by 
the foreman of the Engraving Department. 

Composing.— 

As stated previously, the number of hours spent upon 
the job will have been entered upon the form by the foreman 
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compositor from his Time Ledger, which, it will be remem- 
bered, was posted from the Time Sheets. The foreman will 
also have stated the rate per hour. Therefore the clerk has 
only to calculate the actual money cost. 

Stereotyping.— 

The foreman of the Stereotyping Department inserted, it will 
be recalled, the number of inches involved in the work, and 
this is the basis for the calculation of the cost, which usually 
varies from one halfpenny per inch upwards. Where this work 
is executed by stereotypers to the trade the cost must, of course, 
be obtained from the invoice. 

Paper.— 

The quantity and price have already been entered upon 
the form by the paper stock-keeper, the money value of which 
must be extended by the clerk. 

Machine Wages. — 

The mode of arriving at this cost is the same as in the case 
of " Composing." 

Ink.— 

It has already been stated that the quantity of ink 
is arrived at by either one of two methods. It is 
more often estimated at so much per ream, according 
to the size of the paper printed upon, a regular scale for 
which has been fixed, and which has been based upon 
experience, and is therefore for all practical purposes sufficiently 
reliable. This somewhat ready method is usually adopted as a 
means of saving time, and because it is frequently impossible 
to ascertain the precise quantity used. However, in the case of 
large orders, there is no doubt the actual quantity used can, and 
should, be obtained. 
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In the former case it is a matter of mathematical calculation, 
and in the latter the machine-minder will have entered the 
actual quantity upon his Time Sheet; and the foreman, in his 
turn, will have marked it upon the Works Order, the price of 
the ink being obtained from the storekeeper, which will supply 
the necessary data for the money calculation of the cost under 
this head. 

Bronzing: Machine Work. — 

This is really part of " Machining," and the number of hours 
and the rate per hour are dealt with as under the head of 
Machine Wages. It is desirable, however, to keep this item 
separate from Machine Wages. 

Varnishing.— 

As stated upon page 6, a fixed rate is adopted for this work, 
calculated upon the size of the sheet, if i)erformed upon the 
premises, and this is also the case where the varnishing is done 
by workers to the tirade, the rate being obtained by reference to 
the invoice. 

Punches. — 

A cost under this head only occurs when the punch required 
is not of a general shape, and therefore has specially to be pro- 
cured, and is usable only for the particular job; but when it 
does occur, the invoice of the manufacturer of the punch will 
give the required information. 

Punching. — 

This, being performed by piece-workers, is charged out at 
the price paid per thousand, the quantity, of course, being 
already entered upon the sheet. 
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'Mounting. — 

This cost is obtained by precisely the same method as 
" Varnishing," plus the cost of materials. 

•Making Up.— 

This is performed by piece-workers, and is charged out at a 
rate per thousand, or at so much each, acccarding to the price 
paid to the folders. 

•Folding.— 

This is also performed by piece-workers, and is charged out 
at a rate per thousand, according to the price paid to the 
folders. 

Cutting.— 

The mode of arriving at the cost of cutting must necessarily 
vary according to the class of work ; in many printing establish- 
ments a fixed percentage on the total of the other costs is 
charged, but this can only be where all the work is practically of 
the same class. 

A better and safer plan would be to draw up a scale for 

piece-work, according to the size of the sheets and the nimiber 

into which they are to be cut. For instance, let it be assumed 

that the size of the sheet worked is "crown," and that the 

number of impressions worked thereon is eight, then a price 

per ream should be fixed for crown octavo. However, whatever 

may be the basis for computing the cost of cutting (and 

■ience of the particular business in hand will be the safest 

; for the formulation of the basis), the great aim must be 

dopt the most reliable method possible under the 

m stances of the business. 
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Let it be assumed that a suitable method having been 
decided upon, the clerk will then make the necessary calculation 
and extend the money value. 

•Stitching.— 

This work is performed by piece-workers at a price per 
thousand, therefore the ascertaining of cost under this head is 
a matter of mathematical calculation. 

'Binding.— 

The cost of binding must be obtained from the invoice of 
the firm which has done the work ; or, where it has been carried 
through by a special department of the business itself, that 
department must furnish a statement of the price of the work, 
which will, of course, include a percentage for the profit of the 
department. 

The progress of this imaginary order has now been followed 
.through the Works, and the various costs incurred in its manu- 
facture have been recorded upon the Details of Costs side of 
the Works Order. The addition of these items will give the 
total manufacturing cost of the job. The selling value of the 
goods should be entered in the margin of the order, when the 
difference between the cost and selling value will be the actual 
gross profit obtained. 

The costs of all orders executed should be dealt with in a 
similar manner; and as the jobs are completed these costs, 
together with the selling values, should be summarised in a 
book entitled " Cost and Sale Summary Book," of which the 
following is a ruling. The book must be added in monthly 
totals. 



* Of course, the example order does not involve these costs, but they are included here 
so that the explanations may apply to any order. 
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Now it will be clearly seen that if the various items of cost 
have been correctly entered upon the Details of Costs side of 
the Works Order, and, in turn, accurately copied into the 
" Cost and Sale Summary Book," the difference between the 
monthly total of costs and the total of the selling values must 
of necessity represent the gross profit of the business for the 
month. This, of course, is most valuable information to be 
in possession of at the end of each month, but it would be 
worthless unless absolute reliance could be placed upon its 
accuracy ; and it therefore becomes necessary to prove, in total, 
the individual items of costs which have together made up the 
total cost. 

The proving, therefore, of the monthly totals of costs, as per 
the Cost and Sale Summary Book, next claims attention, and 
consists in the comparison with actual costs as per Purchase 
Journal or Wages Book, adjusted by any increase or decrease in 
stocks. 

It will be remembered that in dealing with the Purchase 
Journal the various classes of purchases were analysed under 
appropriate headings; and, again, in dealing with wages, that 
these were classified under departments. Therefore there exist 
sufficient data for the preparation of a monthly comparison of 
Cost Accounts, for which purpose a ruled form, bound or other- 
wise, and ruled according to the following example, may be 
used : — 
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In the compilation of the Comparison Account care must 
be exercised in connection with stocks. In the case of materials 
the Stock Book will supply the necessary figures, and the time 
spent upon uncompleted orders will be extracted from the Time 
Ledgers of the various foremen, and will be the actual time 
incurred upon all uncompleted orders, and which is therefore 
not entered upon the Works Order Form at the time of 
stocktaking. 

An important point to be borne in mind in connection with 
the arriving at the value of stock of time in hand on uncom- 
pleted orders, is that usually the date of stocktaking does not 
precisely coincide with the last date in the month to which the 
wages have been made up. Consequently, for the " Comparison 
Account " to be accurately prepared, the stocks of time on hand 
must be adjusted in this respect. 

The following example will show the method which should 
be adopted to adjust this. 

Let it be assumed, for example, that the value of the stock 
of uncompleted time in the Composing Room on Monday, 
October 31 is ;£8o, but that the wages have only, on that date, 
been made up to Friday, the 28th inst. It is clear that the 
time for one and a-half days has been charged in the Time 
Ledger, though it has not been paid for; and therefore a pro- 
portionate reduction in the value of the uncompleted time in 
hand must be made. 

The items for Column 2 will be obtained from the Purchase 
Journal, those for No. 3 from the Wages Sheets. The figures for 
No. 5 are extracted from the Cost and Sale Summary Book. 

As regards such items of cost as Stereotyping, Varnishing, 
Mounting, or Binding, where this work is i>erformed by out- 
workers the cost, of course, will be obtained from the Purchase 
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Journal. Where performed on the premises, the costs and sell- 
ing values of the jobs will be prepared in connection with these 
departments and summarised in a similar manner to " printing," 
and therefore for the purpose of the compilation of the 
Comparison Account the costs must be obtained from the Cost 
and Sales Sunmiary Books of these departments. 

If the total of the surpluses exactly balances the total of the 
deficiencies, the gross profit shown by the Cost and Sale Sum- 
mary Book will be reliable ; but should they not agree, the 
figure of gross profit must be adjusted accordingly — i.e., if the 
surpluses exceed the deficiencies, the gross profit will be 
increased by such net surplus; if the deficiencies exceed the 
surpluses, the gross profit must be reduced. Any large surplus 
or serious deficiency should, of course, be immediately 
investigated. 

The grand total of monthly gross profit for the business will 
therefore be arrived at by preparing a Summary as follows ; — 



Gross Profit, Printing Department, as per Cost and 
Sales Summary Book, adjusted by Surpluses or 
Deficiencies 

Gross Profit, Binding Department, similarly ad- 
justed 

Gross Profit, Varnishing Department, do., do. . . 

Gross Profit, Stereotyping ,, do., do. . . 

Gross Profit, Mounting „ do., do. .. 
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CHAPTER VII. 



PRIVATE JOURNAL, NOMINAL LEDGER, PRIVATE 

LEDGER, WORKING ACCOUNT, AND 

BALANCE SHEET. 



In the previous chapter the Cost Accounts have been con- 
sidered exhaustively, with the result that the monthly totals of 
the actual consumption of materials, and the labour involved in 
the various processes, have been ascertained and proved with 
the actual purchases made and the amount of cash paid away 
in wages. 

It is well to have these facts clearly in mind at the present 
juncture, because they have an important connection with the 
private books of the business. 

For the purpose of focussing monthly the various figures for 
the Private and Nominal Accounts of the business, it is 
strongly advocated that a Private Journal be in regular use, in 
addition to the Transfer Journal, which is kept for recording 
Ledger transfers not private in their nature. 

Sometimes it is considered that a Journal is a useless book ; 
and to a great extent this is perfectly true, if such use is made 
of the book as was the case at one time. But now, where busi- 
nesses are departmentalised upon scientific bases, the use of 
the Journal is advantageous, for by its use a large amount of 
detail is saved in the Private and Nominal Ledger Accounts, 
and, in addition, it is of considerable assistance in the balancing 
of the books. 

The following are sample entries of the monthly figures in the 
Private Journal: — 
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PRIVATE JOURNAL. 



Dr 



Cr. 



July 31 1901 

Working Account, Dr. 
To Paper Account 
(Being Amount of Paper charged on 
Orders as per Cost and Sale Summary 
Book) 
Less Surplus on Paper this month 
as per Comparison Account 

Working Account, Dr. 

To Ink Account 

(Being Amount of Ink charged on 

Orders as per Cost and Sale Summary 

Book) . . . . • . . . • • 

Add Deficiency on Ink this Month as 

per Comparison Account . . 

Working Account, Dr. 

To Artists 
(Being value of Artists' Work charged on 
Orders this Month as per Cost and 
Sale Summary Book) 
Add Deficiency as per Comparison 
Account 

Working Account, Dr. 

To Blocks, Electros, &c. 
(Being value of Blocks, &c., charged on 

to Orders this Month as per Cost and 

Sale Summary Book) 

Working Account, Dr. 

To Stereotyping 
(Being value of Stereos charged on to 
Orders this Month) 
Less Surplus as per Comparison 
Account 

Working Account, Dr. . . . . ^ . . 

To Composing . . . . ~ . . 

(Being Composing Time charged on to 

Orders this Month as per Cost and 

Sale Summary Book) 

Less Surplus as per Comparison 

Account 



£ s d 



318 II 8 



I 7 4 



45 8 9 
201 



5 14 o 



4 2 10 



30 6 o 
I 12 o 



64 2 I 
5 3 4 



£ s d 



3^7 4 4 



47 8 10 



9 16 10 



14 o 10 



28 14 o 



58 18 9 



£ s d 



3^7 4 



47 8 ID 



9 16 ID 



14 o 10 



28 14 O 



58 i8 9 
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PRIVATE JOVRNAl^— (continued) 



Dr. 



Cr. 



July 31 1901 


£ 


s d 


£ s d 


/ s 


d 


Working Account, Dr 

To Machining . . 

(Being Machining Time charged on to 
Orders this Month as per Cost and 
Sale Summary Book) 
Less Surplus as per Comparison 
Account 


^5 

4 


• • 

• • 

1 I 

2 I 


80 19 

• • 

13 3 8 

• • 


80 19 
13 3 





Working Account, Dr. 

To Varnishing 
(Being Amount charged on to Orders 
this Month) 

Less Surplus as per Comparison 
Account 


13 


• • 

• • 

6 

2 4 


8 









All other items of cost are journalised in similar manner, 
being taken from ,the Cost and Sale Summary Book, and 
adjusted in respect of small surpluses or deficiencies in the 
charging out, ascertained by the monthly stocktaking. 

It may not be convenient to take stock of all materials 
monthly ; but in the cases of Paper, Ink, Composing and 
Machining Wages, constituting as they do so large a proportion 
of the total cost, the stock should most certainly be ascertained. 
Other stocks should be taken not less frequently than quarterly. 



NOMINAL LEDGER. 

The Nominal Ledger contains accounts of Materials, Wages, 
and Expenses, and also accounts for Depreciations, Sales, &c., 
&c. 

Its entries are made by posting items from the Cash Book, 
the total amounts from the columns of the Purchase and Sales 
Journals, Debit and Credit Books; also by postings from the 
Transfer and Private Journals, and by transfers to or from the 
Private Ledger. 

It is now proposed to give the ruling generally used for the 
Nominal Ledger, and a few specimen accounts. 
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The Private Ledger may be said to contain the concentrated 
essence of all the accounts of the business, for all other books 
of account are directly or indirectly contributory to it. If pro- 
perly kept, the Private Ledger should readily reveal all the 
salient points of the business — such as the Capital employed in 
the concern, and to what extent it is locked up in Plant, Fix- 
tures, Buildings, &c. ; the Turnover, Gross Profits, Expenses, 
Net Profits, Private Withdrawals, Loans, the Banking Account 
and general financial position of the business. 

The following accounts are usually kept in the Private 
Ledger : — 

Capital Account. — 

This account, in the first place, is opened by the post- 
ing, from the debtor side of the Cash Book, of the cash intro- 
duced into the business by the proprietor; and the balance 
varies from time to time from four causes — i.e., introduction of 
additional Capital, Private Withdrawals, the crediting of Profits 
and Interest on Capital, and the debiting of Losses. 

The two former are posted from the Cash Book, and the two 
latter are transferred from the Profit and Loss Account in the 
Private Ledger. These notes apply only to private businesses, 
and not to those registered under the Companies Acts. 

Buildings. — 

Where the buildings are owned by the firm, an account should 
be opened under this heading, and the cost of the building 
charged thereto. 

It should be stated on the heading whether the buildings are 
leasehold or freehold, and, if the former, the term of lease, 
ground rent, &c., should be stated. 
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The balance of the account will vary from time to time by 
the writing off of depreciation or by additions made to the 
buildings. (See Chapter VTII., " Depreciation.") 

Plant and Machinery.— 

The first entry in this account is the purchase of the 
machinery, and is a posting from the Capital Outlay 
column of the Purchase Journal. The balance of the account 
will fluctuate from time to time from one of three causes — i.e., 
the purchase of additional plant, which will be debited by a 
posting from the Purchase Journal ; the sale of machinery, 
which, in the case of a cash transaction, would be credited by a 
posting from the Cash Book, and, in the case of a sale on 
credit, by a posting from the Journal, in which the transaction 
would be recorded ; or the amount of depreciation written off 
for wear and tear, or in respect of machiner}^ thrown out, which 
would be credited in this account and debited to the Profit and 
Loss Account. These remarks are applicable to all Plant 
Accounts for a general printing business. (See Chapter VIII., 
" Depreciation.") 

Amongst others, separate accounts should be opened for the 
following Plant Accounts : — 

Printing Machines. 

Hand Presses. 

Cutting, Punching, and Perforating Machines. 

Type, Wood Letters, Frames, Racks, and Chases. 

Trade Fixtures. 

Miscellaneous Plant. 
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And if the operations of the business include such trades, also 
the following : — 

Stereotyping Plant. 

Varnishing Plant. 

Bookbinding Plant. 

Stamping Presses. 

And other accounts must be opened for any machinery of a 
special nature. 

One reason alone demands that separate accounts shall be 
kept for each kind of plant, and that is that no general rate for 
depreciation can be safely fixed for all classes, each requiring 
to be considered upon its own merits. It is outside the scope of 
this chapter to deal more than generally with the question of de- 
preciation, upon which subject there is such a diversity of opinion, 
and necessarily so; but it may be safely said that it is well to 
err on the liberal side as regards the rate of depreciation to be 
fixed, as it has the advantage of causing money to be left in the 
business (where only ascertained profits are withdrawn) which 
may be utilised for the acquisition of the most newly invented 
machinery and appliances and for other developments of the 
business. 

In the case of the introduction of new interests in, 
or for the purpose of selling, the business, it is usual 
to re-value the assets, and to reconsider the values 
shown in the books; and, if it is found that the 
plant has been unduly depreciated, it can easily be appre- 
ciated to its real value, and the amount of the appreciation 
added to the Plant Accounts, and transferred through the 
Private Journal to the Capital Account. (See also Chapter 
Vlir., "Depreciation.") 
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Account with Bankers.— 

This account is posted from the Cash Book in monthly totals, 
the amount paid into bank being posted to the debit side of 
the account, and the amount withdrawn to the credit si(Je. 

This is the strictly formal account of the banking trans.ac- 
tions, but inasmuch as it is only posted monthly, and that it is 
desirable to know more frequently the state of the account, a 
separate book, not forming part of the system, should be kept, 
and entered up daily or weekly, according to the exigencies of 
the business. The totals of withdrawals from or payments into 
bank are easily ascertainable from the Cash Book, and, being 
brought together in the following manner, systematically and 
in conjunction with the " starting " balance, give the balance 
from time to time. 



BANK BALANCE BOOK. 



I 
Aug. 15 
22 



I i: s d 

Balance in Bank .. .. .. .. .. 218 6 4 

Paid in this week as per Cash Book . . . , 482 9 6 

! 700 15 10 

Withdrawn from Bank this week as per Cash Book 217 o 2 

Balance at Bank . . . . 483 15 8 



WORKING ACCOUNT. 



Before commenting upon the Working Account, it is thought 
well to give it in skeleton form, with the various items arranged 
in the most convenient order. 
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All the items constituting the cost will be transfers from the 
respective accounts in the Nominal Ledger, as explained in the 
earlier part of this chapter, and they relate to " consumption " 
only, the adjustment of the purchases and wages, in respect of 
increases or decreases of stocks, having been made in the 
accounts in the Nominal Ledger, prior to the balance being 
" struck " and transferred to the Working Account. 

The credit side of the Working Account, as will be seen, con- 
sists of the total money value of Sales, which are obtained from 
the Sales Account in the Nominal Ledger, this account being 
previously debited monthly with the Returned Sales. 

The only stocks which appear in the. Working Account are 
those relating to work completed for customers,' and which 
await instructions to deliver, but are not yet charged to the 
customer. It is well to deal with these on the credit side of the 
account, for, by doing so, the absolute net cost of the produc- 
tion is obtained and the actual value of the completed goods 
which such net cost has produced. The percentage of gross 
profit on the cost ^md on the selling value can therefore be 
readily calculated. 

The Profit and Loss Account next claims attention, and, at 
the outset, it is recommended that, under whatever headings the 
expenses are classified in the first place, these headings should 
be continued as far as possible for all time, as if the arrange- 
ment of the figures or their analysis is altered the value of the 
account for purposes of comparison is greatly minimised. 

The following is a skeleton form of Profit and Loss 
Account : — 
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BALANCE SHEET. 

This is prepared periodically, and is a statement showing the 
precise financial position of the business upon a given date. 
It is an enumeration of liabilities and assets in an abbreviated 
form. 

Technically speaking, it is a statement of the balances of 
every open account in the books, and is therefore not an 
account to which items can be posted. A pro -forma Balance 
Sheet is here given, with the various items arranged in the usual 
order : — 
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CHAPTER VIII. 



DEPRECIATION AND **WEAR AND TEAR." 



Casual reference has been made to the subject of deprecia- 
tion in a previous chapter ; but as the matter is one of con- 
siderable importance, the present chapter is devoted to it. 

It is often argued, and prima facie correctly, that if plant and 
machinery have been maintained, out of Revenue, in a 
thorough state of efficiency, and that their capacity for output 
have not been impaired, and, further, that so far as can be ascer- 
tained no nev^ invention has superseded them in power or quality 
of production, it is unnecessary to write off or reserve any 
amount for depreciation. The theory of this argument cannot 
be combated, but in actual practice it is found that some pro- 
vision for depreciation must be made; for in this age of inven- 
tions new and improved methods, conducive for the most part 
to more economical v^orking, are constantly being introduced, 
and must be adopted to ensure successful trading. Such inven- 
tions must necessarily depreciate the value of plant, and there- 
fore " wear and tear " is not the only form of depreciation to be 
considered. 

With regard to " wear and tear," no precise rule can be laid 
down in any book as to the rate per cent, per annum to be 
fixed, as it so largely depends upon the peculiar circumstances 
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affecting any particular business. For example, the machines 
may be kept running during the day only, or may be running 
day and night. In the latter case, it is obvious that the " wear 
and tear" must be calculated at a higher rate than in the 
former. Turning now to the question of the amounts to be 
written off or reserved for over and above the percentage for 
" wear and tear," it is clear that these must be based by the 
proprietor of the business upon his general knowledge of the 
trade and his particular knowledge of his own machinery. 

The usual plan is to fix one rate to cover both these charges, 
and in the case of the general plant of the business it is usual 
to v^rite off or reserve at a rate of anything from 5 to 10 per 
cent, per annum. Type depreciates at a rapid rate, and the 
amount to be written off annually naturally varies according to 
the use made of it. The rate of depreciation to be provided 
for is usually from 10 to 15 per cent, per annum, and in 
exceptional cases is even higher. 



CHAPTER IX. 



REMARKS ON DEPARTMENTAL ACCOUNTS. 



In all businesses which embrace several departments of the 
industry, it is essential to the successful management of the 
concern that the trading results of each of the departments 
shall be shown separately. To' obtain this end no alteration, 
but merely an extension, of the principles laid down in this 
book is necessary. All that is usually required is a certain 
number of additional columns in the subsidiary books, and an 
additional series of accounts in the Nominal Ledger for such 
departments. 

Departmental Accounts are common to all businesses, and 
are purely a question of technical bookkeeping. An accountant, 
or capable bookkeeper, should experience no difficulty in 
arranging these by an extension of the principles and methods 
already advocated in this book. 
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CURTIS, GARDNER & BOXWELL, LTD., 
Contpatip Reatstratloti jiaents $ Specialists. 

Head Offices: 35 COLLEGE HILL & 62 CANNON STREET, 

TELEPHONE, 5,725 BANK. TELEGRAMS, "CLIENTSHIP," LONDON. ^'^' 

Also BIRMINGHAM, BRADFORD, LIVERPOOL, GLASGOW, &c. 

Agents In chief Continental Cities. 



A very large and varied Stock of Company Books and Forms is kept by us. 
Complete sets of Company Books, including Register and Account Books, in 
six different colours. All Forms and Registers sold by us are prepared for 
practical use. Their standard of usefulness and efficiency is the outcome of 

years of practical experience. 



We are always pleased to render assistance to our eiients by 
supplying Precedents. Gounsels' opinion always available. 



Companies and Syndicates 

registered for the purpose of 
purchasing existing businesses 
or starting new businesses. 

Companies Re - constructed. 

Advances negotiated on Re- 
versions, Life Policies, Free- 
holds, Leaseholds, Shares, &c. 

information given, and assis- 
tance rendered in matters re- 
lating to the sale of existing 
businesses to Limited Com- 
panies or Private Syndicates. 

Company Documents specially 
prepared, stamped, and filed. 



Partnerships negotiated where' 
the liability is limited. 

Private Lists of Investors. 

Prospectuses and Circulars 
posted to Private Lists of 
Investors. 

Lists of Investors. Envelopes 
addressed from lists of upwards 
of 300,000 Investors. 

Prospectuses, Application 
Forms and other Insets speedily 
printed, ruled, banded, and 
posted. 



Businesses investigated and 
reported on. 



TraQsfcr WorK and Secretarial WorK of every description 

undcrtaKen. 



eOMPANY ADVBRTISING A SPBeiALTY. 

INTBRVIBWS AND INPeRMATieN GRATIS. 



CURTIS, GARDNER & BOXWELL, LTD. 

HEAD OFFICES I 

25 eOLLEGE HILL & 62 eANNON STREET, LONDON, 

B.C. 

Telephone, 3,723 Bank. Telegrams, **Clientship/' London. 
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Accountancy and 
Law Publications. 



Iff 

9» 

99 

99 



99 
99 
99 



Accountant, The. Weekly 

Per annum post free, (U.K.) 
do. do. Foreign ... 

Binding Cases 

File Cases 

Accountants' Journal. Monthly 

Per annum (U.K.) 
do. Foreign 

Binding Cases 

a a F lie v./cioes •.• ... ... 

and Bookkeeper's Vade-'Mecum. 

(Whatley) 

Assistant. (Beckett) 

Code ... ..• ... ... doz. 

Compendium. (Dawson) (2nd Edition) 

Diary. I. (Poolscaplday to page) 

II. ( „ 2 

III. ( „ 3 
111.A ( „ 3 

„IV.&IV.F.(8vo I 

V. ( „ 2 .. . 
Manual. Vols. I. to IX. ... each 

V \Jx .XxX. ... ... ... 

The set of 9 Vols 

Advanced Accounting. (Dicksee) (2nd Edition) ... 

Agricultural Accounts. (Meats) 

Ante-Audit. ... ... ... ... ... each 

• •• ••• ••• ••• 2*^^^* 

• •• ••• ••• ••• \X^J^ • 

Auctioneers' Accounts. (Dicksee) (2nd Edition)... 
Audit Note Books I. & II., each -6 ; doz. 5/- ; 100 

III. ... each 2/-; doz. 
„ ... 50 70/-; 100 

Auditing. (Dicksee) (6th Edition) 

Australian Mining Companies' Accounts. 
(Godden & Robertson) 



If 

f 9 

99 
99 



99 
99 
99 
99 
99 

99 

99 
99 
99 
99 
99 
99 
99 
99 
99 
99 
99 



) 
) 
) 
) 

) 



99 
99 



99 
99 



99 
99 



99 

99 



Pub. 
Price 

NET. 

-16 

24/- 
26/- 

a/6 

3/6 

-l9 
7/6 
8/6 

a/6 

•/- 

7/6 
6/- 

Sh 
21/- 

8- 

3/6 

1/6 

2/- 

s/- 

a/6 
12/6 
10/6 
90/- 

21/- 

5/- 
i/- 

5/6 
10/- 

3/6 

40/- 

20/- 

iio/- 

21/- 

3/6 



QBE & CO., 34 MOORQATE ST., LONDON, E.C. 



QBE & CO., PUBLISHERS, 



Bankruptcy. 
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Bank Bookkeeping: and Accounts. 

(Meelboom) (2nd Edition) 

(Stevens) (2nd Edition) 

Time Table. 

Trustee's Estate Book. 
(Dicksee) ... each 4/- ; doz. 
Trustees, Liquidators, and 
Receivers, Law of. 
(Willson) (2hd Edition) 

Bookkeeping:, Antiquity of. (Heaps) 

Elementary. (Day) 

Elements of . (Streeter) 

Exercises. (Dicksee) 

for Accountant Students. (Dicksee) 

(5th Edition) 

Company Secretaries. (Dicksee) 

Publishers. (Allen) 

Retail Traders. (Findlay) 

,, Record Book. (Findlay) 

Solicitors. (Hodsoll) 

Technical Classes and Schools. 
(Clarke) 

,, ,, Principles of . (Carlill) 

Brewers' Accounts. (Lanham) 

Brickmakers' Accounts. (Fox) 

Builders' Accounts. (Walbank) (2nd Edition) ... 
Building: Societies' Accounts. (Grant-Smith) 
,, Society Table and Loan Calculations. 

(Johnson.) ... 

Chartered Accountants' Charges. (Pixley) (3rd 
Edition) 

Companies Act, 1900. (Reid) 

,, ,, ,, Duties of Auditors under 

Company Secretary. (Fox) (4th Edition) 

,, Windins:-up Time Table 

Compendium, Accountant's. (Dawson) (2nd Edition) 
Co-operative Societies' Accounts. (Sugden) 

Cost Accounts (Hawkins) 

Multiple, (Garry) ... 

of an Engineer and Ironfounder. 

I J-^Co LI •■• ••• ■•• ••• 

Terminal. (Nesbit) 

Cotton Spinners' Accounts. (Moss) 

Dairy Accounts. (Rowland) 



,» 
,* 
,* 

,* 
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Pub. 
Price 

NET. 

5/- 

7/6 
./6 

40/- 



10/- 

■/- 

i/- 
1/6 

3/6 

10/6 

3/6 

a/6 

3/- 
4/- 
3/6 

2/6 

3/6 
10/6 

3/6 
3/6 
3/6 

i/- 

10/6 

•/- 
•/- 

25/- 
-16 

21/- 

5/- 
S/- 
3/6 

2/6 

3/6 

S- 
36 



34 MOORQATE ST., LONDON, E.C. 



